DEPARTMENT OF THE ARMY 
US ARMY TRAINING SUPPORT CENTER 
Fort Eustis, Virginia 23604 


Contractors Guide on Policy and Procedures 
' For Submitting Unsolicited Proposals 


1. Definition of an Unsolicited Proposal. An unsolicited proposal 
1s a written offer to pertorm a proposed task or effort, initiated 
and submitted to the Govermumeut by a prospective contractor 
(offeror without solicitation by the Government, with the objective 
of obtaining a contract. 


2. Characteristics of a Suitable Proposal Acceptable for Formal 
Evaluation. Unsolicited proposals should contain the following 
information in order to permit consideration in an objective and 
timely manner. 


a. Basic Information. This includes: 


(1) The name and address of the offeror (if an organization, 
indicate type, e.g., profit, nonprofit, educational, small business). 


(2). Names and telephone numbers of the offeror's technical 
and business personnel who may be contacted by the agency for 


evaluation or negotiation purposes. 
t 


(3) Identification of any proprietary data which the 
offeror intends to be used by the agency only for evaluation purposes. 


(4) Names of any Federal, State, local agencies or other 
parties receiving the proposal and/or funding the proposed effort 
Or activity. 

(5) Date of submission. 

(6) Signature of a responsible official or authorized 
representative of the organization or a person authorized to 
contractually ubligate the organization. ' 


b. Technical Information. This includes: 


(1) A concise title and an abstract (approximately 200 
words) of the proposed effort. 
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(2) A reasonably complete discussion stating the 
objectives of the effort or activity, the method of approach and 
extent of effort to be employed, the nature and extent of the 
anticipated sesults, and the manner in which the work will help 
to support accomplishment of the agency's mission. 


(3) The, names,and brief biographical information of the 
offeror’s key personne: (including alternates, if desired) who 
would be involved. 


(4) The type of support, if any, the offeror requests of 
the agency, e.g., facilities, equipment, materials, or personnel 
resources. ) 


c.- Supporting Information. This includes: 
(1) A proposed price or total estimated cost. 


(2) A cost estimate. for.the proposed effort sufficiently 
detailed by element of cost for meaningful evaluation. 


(3) ‘The type of contract preferred. 


(4) Period of time for which the proposal is valid (a 
minimum of six months is suggested). 


(5) Proposed duration of effort. 


(6) Statements, if applicable, regarding cost sharing, 
organizational conflicts of interest, security clearance status, 
and environmental impacts and brief descriptions of the organization, 
previous work or experience in the field of the proposal, and 
facilities to be utilized for the work, where appropriate for 
Pee arte the proposal. 


3. Role of Technical Correspondence and Sources of Information. 
Individuals/organizations who are interested in submitting an 
unsolicited proposal are encouraged to make preliminary inquiries 
as to the general need for this type effort prior to expending 
extensive effort in preparing a detailed unsolicited proposal. 
Additionally, prior contact with agency technical personnel is 
permissible with the limited objectives of conveying to the 
prospective offeror an understanding of the agency mission and 
needs relative to the type of effort contemplated. 


~4, Procedure for Submission and Evaluation of Unsolicited Proposals. 
All unsolicited proposals should be handled as follows: 
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a. Upon receipt of the unsolicited proposal it is chetked for 
compliance with policy and procedures as stipulated in l)efense 
Acquisition Regulation (DAR) 4-900. If it does not meet minimum 
requirements it will be returned to the sender with inclosed 
instructions on what must be done to make it acceptable. 


b. If the submission is found acceptable, a letter of - 
acknowledgement is prepared, a mission Statement, and a memorandum 
of understanding, which is to be signed by the offeror and returned 
to the above address. | 


c. Once the signed memorandum of understanding is returned, 
the unsolicited proposal is sent out for analysis by those director- 
ates/staff elements who possess the necessary technical expertise 
to validly evaluate its merits. The results of this evaluation 
is then sent to the Operations Office, who -in turn notifies the 
potential contractor of our acceptance or rejection of their 
submissions. 


5. Evaluation Information. 


a. A favorable comprehensive evaluation of an unsolic¢ited 
proposal is not, in itself, sufficient justification for negotiating 
on a noncompetitive basis with the offeror. When-a document 
qualifies as an unsolicited proposal but the substance is available 
to the Government without restriction from another source, or 
closely resembles that of a pending competitive solicitation, or is 
otherwise not sufficiently unique to justify acceptance, the . 
unsolicited proposal shall not be acceptable. When procurement is 
intended and competition is feasible, the proposal shall be returned 
to the offeror together with the reasons for the return. 


b. -A negotiated, noncompetitive procurement is permissible 
when an unsolicited proposal has received a favorable technical 
evaluation, unless it is determined that the substance thereof is 
available to the Government without restriction from another 
Source, or a competitive procurement is otherwise appropriate. The 
agency technical office ‘sponsoring the procurement shall support 
its recommendation with a justification for noncompetitive procure- 
ment. The justification shall be based on comprehensive 
circumstances ‘that operate to preclude competition and that support 
the recommended noncompetitive action. 


c. When it is determined that the subject matter of an 
unsolicited proposal is acceptable for award on a noncompecl i Live - 
basis, ‘the unsolicited proposal will serve as the basis for 
negotiation. 
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COVER SHEET FOR UNSOLICITED PROPOSALS. 


For -use of this form, see AR 27-60; the proponent agency is Office of The Judge Advocate General. 


All Government personnel handling this proposal 
shall exercise extreme care to insure that the 
information contained herein. is not disclosed 
outside the Government’ and is not. duplicated, ~ 
used,. or disclosed in whole or part for any 
purpose other than to evaluate the proposal, 
without the written permission of the submitter 
(except that if a contract is awarded on the 
basis of this proposal, the terms of the contract 
shall control disclosure and _ use). This notice 
does not limit the Government’s right to use 
information contained in the proposal if it is 
obtainable from another source without restric- 
tion. This is a Government notice, and shall 
not by itself be construed to impose any ~ 
liability upon the Government or Government 
personne! for any disclosure or use of data 


contained in this proposal. 


SAT PLE 


SAMPLE LETTER ACKNOWLEDGING RECEIPT OF PROPOSAL - 


This acknowledges receipt of your letter dated (Date) 


forwarding a proposal entitled: (Title of Proposal) 
t \ a 


The Army Training Support Center (ATSC) evaluates unsolicited study 

- proposals as soon as possible. The conditions under which it will 
receive and evaluate unsolicited proposals are outlined in the attached 
Statement of Policy. If you assent to the conditions under which your | 
Seonseed cag ie evaluated, iis eae ten and return the Memorandum of 
Understanding. Upon receipt of the signed memorandum, the evaluation 


of your proposal will begin. 


While we cannot give you an exact date for completion of the review 
of your submission, you may be sure that the proposal will be given 


- every possible consideration for application to our requirements. . 


Your effort in bringing material to our attention is thoroughly 


appreciated. 


2 Incl . | (Signature) 
As stated ) | 
(Typed name and title) 
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SAMPLE 


STATEMENT OF POLICY 


The Army Training Support Center (ATSC) has a continuing interest in 
receiving and evaluating unsolicited Proposals. However, Government personnel 
antl coutvdetee. are constantly engaged in Study activities, and the sub- 
Stance of your proposal may already be known to Government employees or 
contractors, or may even be in the public domain. For such reasons, we. 

have found it desirable, when BSeSe Vane proposals for evaluation, to in- 

Sure that the persons Submitting them are aware of the conditions inaee 


which they will be considered by the ATSC. 


You should understand that the receipt and evaluation of your proposal by 
the Army Training Support Center does not imply a promise to pay, a recogni- 
tion of: novelty or Originality or any relationship which might Yequire the 
eee to pay re use of information to which it is sthorwisé lawfully 
entitled. However, be assured that we have no intention of uSing any 


Proposal in which you have Poco ere property rights without proper 


compensation. 


If you agree to the above terms, we will be glad to have your. proposal 
referred to our qualified personnel for consideration ad eanbee to you 
Of our interest. Juring the evaluation process, the material which you 
have submitted will be restricted Co only those persons having an official 


need for access. 
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SAMPLE 


MEMORANDUM OF UNDERSTANDING 


- The undersigned, on behalf of (Himself, or company or corporation) , 


has made an unsolicited proposal to the Army Training Support Center 





- f ! 
(ATSC) relating to (or entitled) 


It is understood that ATSC has accepted the above proposal pursuant to 

the above policy for the purpose of evaluating it and advising of any 
possible interest. It is further understood that such acceptance does not 
imply or create a promise to pay; an obligation to give up any legal right 
or to assume any duty; a recognition of novelty, originality or priority; 
se ang relationship, ehaereeeual or otherwise, such as would render the 
Government liable to pay for or to give up any legal right or assume any 
obligation for disclosure or use of any information in the proposal to 
which the Government would, otherwise lawfully be entitled. 


(Date) _ (Signature) 


(Typed name and title, name of 
partnership, association, or 
corporation, address and date) 


ATTACHMENT 5 
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SAMPLE 


“TASKING LETTER 


t a 
ATIC-LO | : 
TO (Evaluating Office) FROM (C, Office) — 
1. Request the (directorate/staff office) evaluate 


the merit of attached unsolicited proposal (Inclosure 1), entitled: 





Za The proposals and the attached Evaluation Form (Inclosure 2) should 


be submitted to (the submitting office) by COB (date): . Point of 
contact in this office is ‘(name and phone number) ‘ 
2 Incl SIGNATURE 
as Typed name . 
| and title 
z ATTACHMENT 6 
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SAMPLE 


SAMPLE LETTER REJECTING A PROPOSAL > 


This is in further reply to your letter dated (date). » which 
forwarded a proposal entitled: " | (title of proposal) 


After evaluation of your proposal by qualified personnel, a determination 
has been made that the Army Training Support Center (ATSC) is unable to 
make use of the submission. We are, therefore, returning your proposal 
Gaciesars 1). We appreciate your efforts in bringing it to our attention, 
and encourage continued submission of proposals in areas of possible ATSC 


interest. 


1 Inel | SIGNATURE 


As stated _ Typed name 
: ; and title. 


:’ ATTACHMENT 7 
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SAMPLE LETTER RETURNING A PROPOSAL 


This is in further reply to your letter dated (Date) which 
forwarded a proposal entitled: (name of proposal) 


After etaakios of your proposal by qualified personnel, a deter- | 
mination has been sade that the Army Training ‘Support Center (ATSC) is 
interested in conducting efforts in the general area related to your 
proposal. However, if efforts are initiated, it wail be meeedaaey to 
award a contract by means of a competitive solicitation. <A fully de- 
scribed request for Eeneraceue! support would be developed and Peducene 
for proposals would be Peecacded by a Government Contracting Crete | We 


are, therefore, returning your proposal. 


We appreciate your efforts in bringing it to the attention of ‘ATSC, and 
we encourage continued submission of proposals in areas of possible ATSC 


interest. - | | S 


1 Incl © | | (Signature) a ; 


As stated _ | (Typed name and citle) 
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STUDIES/RESEARCH MANAGEMENT PLAN (A GUIDE) 


1. ‘The DCST studies/research program is based on a centralized management 
concept, with the DCST Studies/Research Coordinator as the focal point. He 
provides guidance and support as to what study programs are available, which 
one best addresses thé sponsbrs particular requirement, and how to prepare 
documents required to initiate a study. The DCST Training Studies/Research 
Coordinator can provide you with information on requesting a literature 
search (instructions on how to obtain a literature search can be found in 
Annex I), getting a legal review, and upon request, will assist you in 
developing a Statement of Work (SOW) and making cost estimates. This program 
has an internal training program to prepare newly assigned action officers 

to either supplement or replace action officers now working in the study 
program. Finally, this plan lets everyone know what is going on in the 

study area by virtue of publishing an annual TRADOC training research abstract. 
This abstract will be sent to the integrating centers and TRADOC schools, and 
should be used in minimizing the chance for duplication of effort. 


2. The attached flow diagram (Inclosure 6) depicts the DCST Studies/Research 
Management Plan for initiating a study or research effort. Upon identifying 

a need for a study effort, the originator will prepare, in triplicate, a form 
entitled Intent for Study Requirement (Inclosure 7). The originator keeps one - 
copy, Bayes one to his supervisor, and one to the DCST Study Coordinator. 


The supervisor and DCST Study Coordinator will evaluate a study eequese as 
follows: 

Supervisor —- checks to see that there is a real need, that no Army in- 
house capabilities are available, and the desired final product is applicable 
to the problem. : 


DCST Studies/Research Coordinator - verifies a literature search has been 
performed, insures that the study objective and task list complement each 
other, provides guidance and recommendations as to which study program will 
best meet the needs of the particular study effort, and works up a cost 
estimate if desired. 


The evaluation meeting between the originator, his supervisor, and the DCST. 
Studies/Research Coordinator will be held approximately two weeks after receipt 
of the requirement. If it is determined that the request has no merit or real 
need, then it is immediately terminated. If it is felt that the request needs 
additional work, i.e., clarification, more details, etc., then it is sent back to 
the originator for rework. If the request is deemed acceptable, the oripinator 
prepares the basic initiating decuments SEMAD EGE 1), and submits them through 

the appropriate agency. 


When the originator receives the final product, he is required to make a study 
management evaluation (Inclosure 8) per AR 5-5. If the study product is usable 
and answers his needs, then it is a worthwhile study and the money was well 
spent. On the other hand, if the final product is not usable, then a document 
should be generated which gives a rationale for nonimplementation stating lessons 
learned so as to preclude a recurrance. . 
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